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This instruction implement&ir Force Policy Directive 36-803Employee Benefitand Entitlemens, and
establshesrespomibilities and procedures fosupervisorsof civilian employees @d from appropriated
funds torequest comperation for subordinates fgrerforming hazardous duties.This instruction applies
to al organiztionssenviced ly the Kirtland Air Force Base (KAFB) Civilian PersonneFlight (CPF).

SUMMARY OF REVISIONS

This revision deletegeferencesto nonappropated fund paitions am updateseferences.

1. Environmental and Hazard Differential Pay.

1.1 Environmentadifferential pay EDP) for FederaWage SysteniFWS) empoyees and haad-
ous duy pay (HDP) for General Schedul&S) emplgees are additieel pay fa expeure to hazards,
phystal hardshps or working conditions of an usually severe m@ture which @nnot be practally
eliminated by preventive measues such as safety equient and potective clothing EDP and HDP
are na sukstitutes forsafe work practies, ard theyare nd paid fa the usua andcustomary haards

of a radeor aaft. EDP and HIP are na authorized n situations whee employees fail or refuse to
comply withsafety practices and predures. This compesation is authorized for FWS employees
underTitle 5 Code 6 Feder&aRegulationg CFR) Subchapter 58and undeiTitle 5 CFR Subchapter
550 fa GS employes.

1.2 Whenever an unsafe anhealthy workng conditionis identified, the first course of actionmust
be an attemp to eliminat the condtion. 377th AirBase Wiy Safety (377 ABW/SE) ard Bioenvi-
ronmentéd Engineering (377 ANDSSGPB) persors are availabé to asist managrs in eliminating
or reducing thee workingcondtions.
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1.3. If the hazardous working condition is taken into consideration in the classification of the position
according to the position classification standard or the job grading standard, EDP and HDP do not
apply. Differential payment is not a substitute for compliance with Air Force safety and health stan-
dards, and it does not relieve management of its obligation to continue to try to find ways to practi-
cally eliminate hazardous working conditions.

2. Responsibilities.
2.1. Supervisors and Management Official s
2.1.1. Identify hazardous work situations in their organizations.

2.1.2. Make continuing efforts to practically eliminate hazards by improving work procedures,
issuing protective clothing and equipment, installing environmental controls, and similar actions.
Failure of a supervisor to enforce the use of safety equipment or negligence on the part of an
employee to use safety equipment is not a cause for the payment of EDP or HDP but is a basis for
taking disciplinary actions against the supervisor or the employee.

2.1.3. Request payment of EDP or HDP for employees exposed to hazards.

2.1.4. Document the day and time of actual exposures to hazardous work situations on employ-
ees’ time and attendance forms.

2.1.5. Notify the CPF of any changes to hazardous work situations

2.2. Civilian Personnel Flight (377 MSS/DPC).
2.2.1. Is the office of primary responsibility for EDP and HDP requests and authorizations.
2.2.2. Evaluates hazardous work situations.

2.2.3. Requests technical evaluations by Bioenvironmental Engineering and Safety of hazards,
physical hardships or working conditions.

2.2.4. Approves or disapproves EDP or HDP requests based on the recommendations of CPF
position classification specialists, Bioenvironmental Engineering and Safety personnel.

2.2.5. Establishes and maintains current files of EDP and HDP work situations, AF Form 683,
Request for Approval of Environmental Differential , and the attached position descriptions.

2.3. Civilian Payroll (377 CPTS/FMFPC).
2.3.1. Allocates payments of EDP and HDP to authorized employees.

2.3.2. Receives and maintains listings of positions and employees authorized to receive EDP or
HDP payments.

2.3.3. Follows the reporting requirements outlined in the Air Force Materiel Command’s supple-
ment to the Air Force’s supplement to the Federal Personnel Manual Supplement 532-1.

2.4. Time and Attendance Reporting Clerks.

2.4.1. Receive and annotate the time and attendance forms with the proper EDP or HDP code and
the corresponding percentage of time worked.

2.4.2. Establish and maintain EDP files to record actual exposures. The records include the dates
and the times the exposures began and ended; the rates or differentials; and the total number of
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hours of differential earned. If an employee is authorized different degrees of differential pay
each exposure must be documented.

2.4.3. Establish and maintain EDP files to record hazard pay for GS employees who are not usu-
ally exposed to hazards in carrying out the duties of their positions. The percentages payable ar
for all the hours the employees were in a pay status on the days the exposures occurred.

Requesting or Terminating EDP or HDP.

3.1. Requests for EDP and HDP are initiated by management through the chain of command, coordi:
nated by the organization commander, and submitted to 377 MSS/DPC for evaluation.

3.2. Requests for EDP for FWS positions are submitted on AF Form 683. Each hazard, physical
hardship and working condition must be submitted on a separate form. The forms are filled out for the
positions, not the employees. When more than one employee is assigned to a position descriptior
pencil the names of the employees working the hazardous duties in the top margin of the form. Block
6 must clearly indicate the nature of the hazard. It must justify why the hazard still exists. The

request must list the appropriate EDP category (Block 8) and the corresponding differential rate
(Block 9). Block 8 must properly identify the applicable 5 CFR reference, EDP category number, and

the clear text title of the assigned EDP category as listed in 5 CFR Subchapter 532.

3.3. When a hazard is practically eliminated, management must submit a termination of EDP on an
AF Form 683 to 377 MSS/DPC with a description of the corrective action in Block 7.

3.4. Requests for HDP for GS positions are submitted on AF Form 683. Each hazard, physical hard-
ship and working condition must be submitted on a separate form for each position and hazard. It mus
describe the nature of the hazard and why it exists.

3.5. DPC approves or disapproves the requests.

EDP and HDP Work Situations Not Defined in the FPM.

4.1. Managers who identify hazards of a severe nature which are not defined in Title 5 CFR or Title 5
United States Code may initiate requests for additions, changes or deletions of approved work situa:
tion categories.

4.2. The requests are submitted to 377 MSS/DPC for review. They are processed through commant
channels to Headquarters Air Force (AF) for approval.

Grievances EDP and HDP decisions may be grieved by nonbargaining unit employees under provi-

sions of AF Instruction 36-120:Administrative Grievance Syste, or by bargaining unit employees
under the provisions of the negotiated grievance procedure.

STEVEN J. WITT, Lt Col, USAF
Commander, 377th Mission Support Squadron
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